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'naBa 2
NMPUKJIAQHBIE MPOrPAMMHbIE CPELJCTBA

2.1. TEKCTOBbIE PE[JAKTOPbI

Beepenue

OO61iee Ha3BaHME MPOTPAMMHBIX CPEICTB, MpeAHAa3HAYCHHBIX UIST CO3-
JIaHWsI, PelaKTUPOBaHUSI M (POPMATUPOBAHUS IPOCTBIX U KOMILIEKCHBIX
TEKCTOBBIX JOKYMEHTOB — TEKCTOBBIE Mpolieccopbl. B Hacrosiiee BpeMst
HauOoJIblliee pPacIpoCTpaHeHUE MMeEeT TEKCTOBBIN mpolieccop Microsoft
Word (MS Word). D10 cBsi3aHO Tpexae BCero ¢ TeM, YTO pa3padOTYMKU
MNpeIyCMOTPEIM JIOKaIu3aluio porpaMmMbl B Poccruu myTeM BKITIOUEHUS B
Hee CPeACTB MOAACPXKKMU padOThl C TOKYMEHTAMU, BBIITOJIHEHHBIMU Ha PyC-
CKOM SI3BIKE.

Boamoxnoctu MS Word

B 0CHOBHOM TEKCTOBBII IIPOLIECCOP MPEIHA3HAYCH IS pabOThl C TEK-
CTOM, HO 3TO He MCKJoudaeT pabdory ¢ rpacduxoit. Ilox rpaduxoit moma-
pa3yMeBaloTCsl pUCOBaHHBIE KapTUHKU, (oTorpaduu, a Takxke (QUIypshl,
cosnaBaeMble Bpy4HY0. BcTpoeHHBII pegakTop (hopMyJI IO3BOJISIET CTPOUTD
caMble CJIOXKHbIE MaTeMaTUYECKHE U XUMUUYECKHEe (DOPMYJIbI.

Kpowme Bcero nepeuuncienHoro B MS Word nMeeTcss MHOXKECTBO JOIOJI-
HUTEJIbHBIX (PYHKIIMI, YCKOPSIOIINUX U 00JIer4aloux padoTy ¢ TEKCTOM:
paccTaHOBKA IIEPEHOCOB;

M3MEHeHHe MaclTadba MpoCcMOTpa TOKYMEHTA;

aBTOMAaTHUYeCKasi HyMepaLusl CTPaHULI;

co3IaHKe IPaHuULl BOKPYT TEKCTa ¥ CTPaHUII;

00TeKaHMe TEKCTOM U300pakKeHMIA;

pa3paboTKa CBOETO CTWJISI M MCIOJb30BaHME €r0 B JajbHEMIIEeM s
ObICTpOro (hopMaTUPOBAHUS TEKCTA;

® MOIEPXKKA HECKOJIBKMX CJI0OBapeil IUIsl IPOBEPKHU ITPAaBOIIMCAHMUS;

e paboTa ¢ MaKpoCcaMu;

® TIO/ICPXKKA HECKOJIBKHUX OKOH;
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e ynoOHas CTIpaBOYHASI CUCTEMA;

e 1ipoBepKa opdorpadun, rpaMMaTUKN U CUHTaKCHCA;

e HacTpolika IaHeyieii MHCTPYMEHTOB (100aBieHNe U yaajieHne KHOTIOK
1 KOMaHII);

® BO3MOXHOCTb MPEABAPUTETHHOTO ITPOCMOTPA TIEpel TIeUaThio;

® HACTpOIKa MapaMeTpOB CTPAHUIIBI U TTOAEPKKA HECTAHAAPTHBIX (hOp-
MaToB Oymaru;

® BCTaBKa CIEIIMATbHBIX CUMBOJIOB.

OcHoBHble 00beKTbI M npuembl pabotbl ¢ MS Word

JIro0o0ii TekcT, HaOpaHHbIil B MS Word, Ha3biBaeTcst dokymenmom. Kax-
JIBI TOKYMEHT TI0JTy4aeT CBO€ COOCTBEHHOE MMSI.

OKkHO — TIPSIMOYTOJIbHAsI 00J1aCTh, B KOTOPOI pacriojlaraeTcsl akKTUBHBIN
JIOKYMEHT.

ITpu paboTe ¢ KOMITBLIOTEPOM HamOOJIee YaCTO UCIIOJIb3YETCSI MAHUITYJISI-
TOPD «Mblilb». BBIpa)KCHI/IC <<H_[CJ'I‘{OK>> O3HA4YacT OAMHApHOC Ha>XaTUC KHOIIKHN
MBbIIIN. «I[BOﬁHOfI MICJITYO0K» — COOTBETCTBCHHO IBAa MOOYCPCIAHBIX 6bICprIX
HaXaTus KHOIIKH.

B OosnpmmHcTBE CJIydacB HMCIIOJIB3YIOT JICBYIO KHOIIKY MBIIIN, ITpaBylO
KHOIIKY IIPUMEHAIOT B OCHOBHOM JI4 BbI30BA KOHTCKCTHOI'O MCHIO C IOIIO0JI-
HUTCEJIbHBIMU (bYHK[II/IHMI/I.

Bce NEPEMCIICHUA 110 CTOJY MbIIIM Ha 3KPaHE IMOBTOPACT TaK Ha3bIBa-
eMblii ykazamens. OCHOBHasI (HO He eIMHCTBEHHasl) ero (popMa — cTpeika.

BBOI[ TEKCTa C KJIaBUaTypbl Ha3bIBACTCA Ha60p0M , 4 BbIBOJ Ha IPUHTEP —
newamoio.

3anyck MS Word
Cyl1iecTByeT HECKOJIbKO crnocoboB 3anmycka MS Word, kak u no6oro
JIPYTOro MpUJIOXKEHUsI, pabOTalOIIero Mo I yIIpaBIeHUEM OMepallMOHHOM CHr-
crembl Windows. 3anyctuth MS Word MOXXHO OOHUM U3 MEPeYUCIECHHbBIX
HIZKE CITOCO0OB.
1. BbIOpaTh COOTBETCTBYIOLIYIO KOMaHIy B CTapTOBOM  MEHIO
(ITyck=> ITporpammbi=>» Microsoft Word).
2. Cnowmoriblo sipiasika MS Word, pacnonoxeHHOro Ha paboyeM cToJie.
3. C nomouibto kHonku MS Word, pacnosioxkeHHO# Ha OJHOM U3 MaHe-
Jieii ObicTporo 3amycka [TaHenu 3amay.
Ecnu HeoOGxoaumo He ToJIbKO 3anycTutbh MS Word, HO U OTKPBITh JOKY-
MEHT, MOXHO UCIIOJIb30BaTh Iporpammy I1poBogHUK:
1) 3amyctutb [TpoBOAHUK JT10OOBIM U3BECTHHIM CIIOCOOOM;
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2) OTKPHITH MMATIKY, COAepKaIIyIo TpedyeMbrit aitr MS Word, n 1Baskabt
LLIEJIKHYTD I10 €r0 3HAUYKY JIEBOW KJIABULLIEH MBILLIU.

MoxHo ucnosnb3oBath MeHIO Ilyck->/lokymenTnl. B nosiBuBiieMcs Ha
9KpaHe CIHMCKE CONIEepXarcsl HAaWMEHOBAHUSI MOKYMEHTOB, C KOTOPBIMU
MmoJib30Bartesb pabotan B mocieaHee BpeMs. LlenkHyTh MBIIIIbIO TT0 HaMMe-
HOBaHUIO TPeOYEeMOTO JOKYMEHTA.

CtpykTypa okHa MS Word

I'maBHoe okHO MS Word, coaepskaliiee mycToil JOKYMEHT, IMTOKa3aHO Ha
puc. 2.1.

I'maBHOE OKHO MOXHO pa3fe/IUTh Ha MSITh OCHOBHBIX 00J1aCTei:

1) cTpoka 3arojioBKa;

2) cTpoKa MeHIO;

3) maHeM yrpaBJieHUS;

4) pabouas 001acTh;

5) CTpoKa COCTOSIHMSI.

oxuenrt - Microsoft Word o @ %

Beraska  Pamerka CIpaMuM  Cenkn  Pacchakn  PeucHswposawde  Bug @

El ‘\AsBﬁBBI’n AaB6B aasoB: Adb H

Puc. 2.1. I'naBHOe okHO penakTopa MS Word
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Crtpoka 3arojioBKa

CTpoKa 3arojIoBKa, TOMUMO 3aTr0JI0BKa IIPUJIOXKEHUSI, COACPXKUT KHOTIKY
CHCTEMHOTO MEHIO M KHOITKM YIIpaBJIeHNsT OKHOM. KOoMaHIBI CHCTEMHOTO
MEHIO B OCHOBHOM IyOJTUPYIOT KHOIIKH yIIpaBiieHus (Tadm. 2.1).

Taommna 2.1. KHONKM yrpaBieHsT pa3MepOM OKHa

Knonka Hasznauenune

— CaepHyTb OKHO B [laHens 3amau

] TMonHO3KpaHHOE MPEICTaBIeHEe OKHA
= OTOGpaxXeHe OKHA B HOPMAJIbHOM BUIIE
X 3aKpbITHE OKHA

Crtpoka MeHI0

CTpOKa MCHIO COACPKUT KOMaHIbl OCHOBHOI'O MCHIO. Bce KOMaHABbI SB-
JIAI0TCA NCPAPXNICCKNMMU. G O3Ha4acT, 4To IIpU BLI60p€ OHHOﬁ N3 TaKUX
KOMaH]I Ha BKpaHe MOSIBJISIETCST MEHIO CIIeAyIoNIero YpoBHs. [l ycKopeHus
BBITIOJIHEHUA MHOTUX onepaum‘/’l CyHI€CTBYET KOHTCKCTHOC MCHIO, OHO I103-
BOJISIET BBIIMOJHUTh MHOTHE OTepallii, He oOpalasich K CTpoke MeHto. s
BbI30Ba KOHTEKCTHOI'O MEHIO HCO6XOI[I/IMO HaXaTb npaBoﬁ KHOTIKOM MBIIIN
Ha 00BEKTE B JOKYMCHTC, C KOTOPbIM HY>KHO BBIIIOJIHUTb HeﬁCTBHG. COI[Cp—
KAHME MCHIO 3aBUCUT OT TOI'O, UYTO Bbl UMECTE ITPABO BLITTIOJIHUTDL C BBIACJICH-
HBIM OOBEKTOM B HaCTOfIH_[I/Iﬁ MOMCEHT.

ITanesim MHCTPYMEHTOB

IlaHenu WHCTPYMEHTOB MPENOCTABISIIOT B paclopsiKeHue Yyao0HOe
CPENCTBO IJIs1 OBICTPOTO BHITTOJTHEHUST KOMaHA U Tipolienyp. st Toro uro-
Obl BBIMOJHUTH KOMaHIly WU MPOLEAYPY, MPEACTABIEHHYIO Ha TTAaHEIU UH-
CTPYMEHTOB COOTBETCTBYIOIIEH KHOMKOM, JOCTATOYHO YCTAHOBUTH KypCOP
MBILIU Ha 3TY KHOTIKY Y HaXaTb JIEBYIO KJIABUIILY MbIIIH.

Ctpoka cocTossHus
CTpoKa COCTOSTHUSI pacIoIoKeHa B HIDKHEH yacTy OKHa. B jieBoif yactu
CTPOKM COCTOSTHUST OTOOpakaeTcst THMOPMAIIUS O TEKYIIIEM TOKYMEHTE.
KpoMme Toro, cTpoKa COCTOSTHHST CONEPKUT WHINKATOPHI peXXuMa pabo-
TBI, KOTOpBIe MH(OPMUPYIOT, B KAKOM M3 PEXUMOB PEIaKTOp padoTacT B
HACTOSIIINIA MOMEHT. YepHBIil IIBET MHAWKATOPOB COOTBETCTBYET BKITIOUCH-
HOMY COCTOSTHUIO PEXKMMa, Cephlii — BEIKITIOUCHHOMY.
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KonTekcTHOE MEHI0

KOHTeKCTHOE MEHIO ITO3BOJISICT BBITIOIHATH MHOTHE U3 KOMaHI, He 00-
pamasich K CTpOKe MEHI0. DTO CPEICTBO ITO3BOJISIET YCKOPUTD BBHITIOTHEHUE
MHOTHUX omiepauuii. I BbI30Ba KOHTEKCTHOTO MEHIO HEOOXOIMMO HaXKaTh
MPaBOif KHOITKO¥ MBIIIM Ha TOM O0OBEKTE, C KOTOPBIM HEOOXOINMO ITPOM3-
Bectu nevictBue, uian Shift+F10 Ha kmaBuatype. ComepskaHre MEHIO OITpe-
JeJIIeTCS TeM, UTO TI0JIhb30BaTelNb JejlaeT B JaHHBIM MOMEHT, W BKJTIOUAET
TOJIBKO caMble HEOOXOAMMbIE KOMaH/IbI.

Boixop u3 MS Word

ITocne 3aBepllleHUsT TEKYIIEro ceaHca pabOThl HEOOXOAMMO BBIMTH M3
MS Word. 1151 5TOro MOXHO BOCIIOJIb30BaThCSl OMHUM U3 CJIEIYIOIIUX CITO-
C00O0B.

e Briopate MeH10 Daiin=> Beixon,.

e BrIOpaTh MyHKT 3aKPbITh B CUCTEMHOM MEHIO TJ1JaBHOTO okHa MS Word.

e YCTaHOBUTH yKa3aTeIb MBIIIY Ha 3HAYOK CUCTEMHOT'O MEHIO B INITABHOM

okHe MS Word u aBax/bl LIEJIKHYTh JIEBOI KHOIMKOM MbIIIIH.

e Haxarb KHOIIKY 3aKpBITh B CTPOKE 3aroJloBKa IIIaBHOT'O OKHa.

o Haxatp Alt+F4 Ha kitaBuatype.

Eciu B KaKkoM-JIM00O U3 OTKPBITBIX OKOH COICPXKUTCS HECOXpaHEHHast
uHbopMaius, To MS Word npeiioXUuT CoOXpaHUTh WM HE COXPAHUThb M3-
MEHEHMS B TOKYMEHTE.

CnpasoyHas cuctema MS Word

ITono6HO OONBIIMHCTBY HamboJjee MOomyaspHbIX Tporpamm, MS Word
MMEET KOHTEKCTHO-3aBUCHUMYIO CIIPAaBOYHYIO CUCTeMY. DTO O3HAyaeT, YTo
MOXKHO IIOJIYYUTb CIIPABKY IO MCIIOJb30BAHUIO CPEACTBA, C KOTOPHIM UICT
paboTa B HACTOSIIIIMIT MOMEHT.

151 moJiy4eHusl CIIpaBOYHOM MH(OPMAaIIMK JOCTATOYHO HaXaTh KJIaBU-
mry F1 B m000# MoMeHT ceaHca paboTsl ¢ MS Word.

Co3panue u coxpaHenue gokymentos 8 MS Word
Pa6ora B TekcToBOM Mporuieccope MS Word HaunHaeTcs ¢ co3maHust 10-
KYMEHTA U BBIITOJIHEHUSI CJICAYIOLIUX OIlePaLIMii.
BBos Texkcra.
PenmaktupoBaHue TeKcTa.
dopmaTUpOBAaHKE CUMBOJIOB.
dopmaTupoBaHue ab3alieB.
BcraBka mntmrocTpaumii.
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e BcraBka CHOCOK.

e BcraBka KOJOHTUTYJIOB.

o DopMaTUPOBaHUE CTPAHUIL.

B TexcroBom mniporieccope MS Word npuHSITO UCTIONB30BaTh ABA METONA
CO3MaHUsT HOBOTO IOKYMEHTA: Ha OCHOBE TOTOBOTO 1IabJI0HA WJIM Ha OCHOBE
CYIIIECTBYIONIETO JOKyMeHTa. Bropoii MeTo mpoiiie, HO TIepBhIil OoJiee Kop-
PEKTeH.

Mou 1OKYMEHTBI — TpaJMIIMOHHAas TarKa JUIsl XpaHEeHUsI aBTOPCKUX J10-
KYMEHTOB B OTIepallMOHHBIX cuctemMax Windows.

M3b6panHOoe — ocobast Tornyeckast marnka rnojab30BaTesist, TpeTHa3HaueH-
Hasl 7151 XpaHeHUsT IpAbIKOB Web-cTpaHuIl.

Web-manku — ocobble manku, XxpaHnsiimecs: B Web-cTpyKTypax, Harpu-
mep B WorldWideWeb unu B kopriopaTuBHoOi#i cetu Intranet. B o6miem ciy-
yae Tpu UCToNb30BaHUN Web-manoK coxpaHeHue JOKyMEeHTa MPOUCXOIUT
He Ha JJOKaJIbHOM KOMIIbIOTepE, a Ha ynajieHHOM Web-cepBepe.

ITpu HEOOXOAMMOCTH COXPAaHUTh MTOKYMEHT B TIPOU3BOJILHYIO TIATIKY, HE
MPEACTABICHHYIO B JAaHHOM CIUCKE, CJIEAYET BBIMIOJHUTH HABUTAIIUIO TIO
(aiioBo#t CTPYKTYpe C UCIOIb30BAHMEM PACKPBIBAIOIIEH KHOTIKM Ha TIpa-
BoM Kpato noJjist [lamnka.

CneuuanbHbie cpeacTsa BBoAa TEKCTA

TexkcT BBOAUTCS ¢ MOMOIbIO ajihaBUTHO-LIM(POBBIX Ki1aBull. {11 BBOJA
MIPONMCHBIX OYKB MCITOJIb3yeTcs Kitapuina Shift. Ecim Hy>XXHO BBeCTH TJIMH-
HBI psif (TTOTOK) MIPOIMCHBIX CUMBOJIOB, KJIAaBUATYPY MOXKHO IEPEKITIOYNTh
¢ romotkio kinasui Caps Lock.

I1pu BBOIE TEKCTa HEOOXOAMMO COOJIIOIATH CIeAYIOIIe TpaBua.

e Bo BcexX COBpEeMEHHBIX TEKCTOBBIX PEIaKTOpax IEpexXon Ha HOBYIO
CTPOKY B Ipollecce Habopa TeKCTa MPOUCXOAUT aBTOMATUUYECKU, HE
TpeOys BBOAA CIIeLIMaJIbHOIO CUMBOJIA.

o OKoHYaHMe ab3a1ia orpeaelIsieTcs HaxkaTeM KiraBuiu Enter, 9To mo-
3BOJISIET TTEPENTU HA HOBYIO CTPOKY.

o [IpoGen obsi3aTesieH mocjie 3HaKa MpeNuHaHusI; Tepea 3HAaKOM Mpernu-
HaHWS MPOOE HE CTABUTCS.

e CriennanbHBIe 3HAKKW TPENTUHAHUS YCTaHABIMBAIOTCS C ITOMOIIBIO
KOMOMHAIMIA KjaBuil (Taor. 2.2).

MecTo TOKYMEHTa, B KOTOPOE IIPOMCXOAUT BBOJ TeKCTa (TOYKa BBOIA),

OTMEUaeTcd Ha 3KpaHe BEpTUKAJBHON YePTOil, KOTOPYIO Ha3bIBAIOT KYpPCo-
pom. He crienyeT mytaTh Kypcop ¢ yKa3aTesieM MBbIILIM, 3TO 1Ba Pa3HbIX MOHSI-
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Ta6mauua 2.2. KinaBuiim ycTaHOBKU CIIEUATbHBIX 3HAKOB MPETTMHAHUS

3Haku Kaiasuma v KOMOMHALMS KJIABHIL
Jeduc <->
HepaspoiBHbIit neduc <Ctrl>+<Shift>+<ngeduc>
Tupe <Ctrl>+<cepblit MUHYC>
Hepa3spbiBHBbIIT TpoGe <Ctrl>+<Shift>+<mpober>

THSI: yKa3aTelb — aKTUBHBIN 2JIEMEHT yIpaBIICHUsI, @ KypCOp — 3TO TOJBKO
MapKep, He BBIXOSIINI 3a TIpeaesIbl TOKYMEHTA.

Bce omepanmu BBOma, pemakTMpoBaHMS W (OpMaTUPOBAHUS TEKCTa
MPOTOKOJIMPYIOTCSI TEKCTOBBIM IIPOLIECCOPOM, M TTOATOMY HEKOTOPOE KO-
JIMYECTBO TIOCJIEAHUX ACHCTBUII MOXHO OTMeHUTbh. [locienHue meiicTBUs
oTMeHsTIoT KomOonHanme Kimasuim CTRL+Z nmm xHonkoit Undo (o6opot-
Hasl CTpejiKa B BEpXHEeM MEHIO).

[Tocne oTMeHBI IeMCTBUS CYIIECTBYET BOZMOKHOCTD BEPHYTHCST K COCTO-
STHUIO, TIPEIIIIECTBOBABIIIEMY OTMeHe. [IJIsT 3TOTO CITYyKUT KHOITKA B BEpPXHEM
MeHI0, cienytomas 3a Undo.

[Tocne otkpwiThs iporpammbl MS Word MOXHO cpa3y Ha4aTh BBOIUTH
TekcT. Jlo Tex mop moka (paiia He coOXpaHeH, TOKYMEHT BpeMEHHO HaXOIUTCS
B OIlepaTUBHOM MmaMmsTu. [J1s1 ero coxpaHeHUsI HEOOXOIMMO 3amrcaTh ero Ha
>KECTKUI TUCK, BOCIIOJIb30BaBIINCh KoMaHnoi Daiin=> CoxpaHuTb.

[Tpu mepBOM coXpaHEeHUM TOKYMEHTa HEOOXOIMMO yKa3aTh B OKHE THha-
sora CoxpaHutb Kak uMs aiiia, B KOTOPOM OyIeT XpaHUThCS JOKYMEHT.
B nocnenyomux ceaHcax padoThl (haitil MOXKHO OCTaBUTh IO, TEM XKe UMe-
HeMm (@aiin=>Coxpanuts) wiu 1on ApyruMm umeHeM (Paiin=> Coxpanuth
KaK), B TOM 4HCJIe Ha APYyroM BHEITHeM ycTpoiicTBe. Kpome Toro, mis co-
XpaHeHUs aityla MOKHO BOCIIOJIb30BaThcsl KHOIKON CoXpaHUTh HAa CTaH-
JMapTHOM MaHe M MHCTPYMEHTOB MM KoMOnHatmei kinasuir Shift+F12.

Co3piaHne JOKyMeHTa

I1pu co3zganuu HoBoro gokymeHTa MS Word cTpouT ero Ha OCHOBE OJI-
Horo u3 1a6jaoHoB. [11a6GioH ompenensieT COBOKYITHOCTh IapaMeTpoB, C
TMOMOIIBIO KOTOPBIX OYAET OCYIIECTBIAATLCS (hOpMATUPOBAHUE JOKYMEHTA.
K sTuM mapameTpaM MOXHO OTHECTH HadyepTaHMe IIpudTa, BEIUINHY I10-
JIel, yCTaHOBKM TaOYJISITOPOB U T.J.

Ilo ymomyaHMIO IJIsSI CO3MAHUSI NOKYMEHTA WCIIOJIb3yeTCs IMabjoH
«OOBIYHBII». DTOT 1IA0JOH MOJE3eH B TeX Cydyasix, Korja HyxKeH ITyCTOi
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JOKYMEHT U TIPY 3TOM K JIOKYMEHTY He TIPEeIbSIBISICTCS KaKUX-TU00 CIelu-
aJIbHBIX TPEOOBaHMI MO 0HOPMIICHUIO WK (POPMATUPOBAHUIO.

OCHOBHBIM CPENICTBOM OTKPBITHSI CYILIECTBYIOLIETO 1oKyMeHTa MS Word
saBysieTcst KomaHaa Paiin=> OTKpPbITS.

[To ymomuanuio okHo auanora OTKPHITUE TOKYMEHTA COAEPXKUT CITMCOK
JOKYMEHTOB Tanku «Mou goKyMeHTbl». Heo6xonrmMo HalTH HYKHBIIA 10-
KYMEHT B COOTBETCTBYIOIIIEH MarnKe 1 HaxaTh B OKHEe KHOMKY OTKPBITh WA
JBaK/IbI MIEJIKHYTh MBIIITKOM 11O 3HAYKY TOKYMEHTA.

MS Word 3anoMuHaeT MecTo pacroyIoXeHUsT OTPeNeIeHHOTO KOIruie-
CTBa MOCJIETHUX JOKYMEHTOB, C KOTOPBIMU paboTal Mojb30BaTeb. OObIYHO
OHU BHeCeHHI B criicok MeHto Paiin=> [ocaeanue.

J1st OTKpBITUSI HENAaBHO 3aKphITOro haiijla Hy>XHO OTKDPBITh MEHIO
Daiin->» [Tocaennue v BHIOpaTh UMS (haitia U3 MPEACTaBICHHOTO CITMCKA.

MS Word ro3BoJisieT oTKpbIBaTh (haitsibl, CO3MaHHbIE B APYTUX hopmaTax,
Harpumep, MS Word Perfect, MS Word miss DOS, MS Word Star, Works u
np. st 3TOro MCTOIb3yeTCsl OOBIYHBIN TTyTh: Paiin=> OTKpbITh, HO B CTPO-
ke «Turm daiina» Hy>KHO BEIOpaTh COOTBETCTBYIOIIUI TUTT WX yKa3aTh «Bce
(aiinbl», TOrJa B OCHOBHOM OKHE TTOSIBUTCSI CITUCOK BeeX (haiiyioB, U3 KOTO-
PBIX HYXKHO BbIOpaTh HY>KHBIA.

WNnorna Bo3HMKaeT HEOOXOAUMOCTb pPabOTaTh C HECKOJIBKUMU TOKYMEH-
TaM¥u OJHOBPEMEHHO. DTO yn00OHO KakK MpU MPOCMOTPE BEPCUIA OTHOTO JI0-
KyMEHTa, KOTIa MOXHO JIETKO CKOTIMPOBATh WJIW MEPEMECTUTh TeKCT WU
PUCYHOK, peIaKTUPOBATh MX, TaK 1 TIPU pabOTe C pa3HBIMU TOKYMEHTAMMU.

B nipoiiecce paboThl MOKHO OTKPBIBATH YK€ CYIIECTBYIONINE TOKYMEHTHI
WX CO37aBaTh HOBbIE, BBIBECTU WX HA 9KPaH OMHOBPEMEHHO B BUIIE OKOH
WJIU TIOKA3bIBaTh 10 MEpe HEOOXOIMMOCTH, UCTIONb3YsI MEHIO Buj,.

J71s1 TOTO, 4TOOBI pa3aeIUuTh 9KpaH Ha ABE YaCTH, HAJIO BHIOPATh KOMAaH/IY
Bun-> Pazneantb, ycTaHOBUTH yKa3aTelb MBI HA PA3ACTUTETLHON TUHUN
U, TIEPEIBUHYB €r0 B HY>KHOM HAIlpaBJI€HUM, OTIYCTUTh KHOTIKY MBIIIIH.
Ecnu HyXHO yBUIETHh OMHOBPEMEHHO BCE€ OTKPBITHIE TOKYMEHTHI, BEIOPATh
KoMaHay Bun-> Ynopsanouurs Bce.

B crniucok menio Okao MS Word BHOCHUT Bce OTKPBITHIE B HACTOSIIIIEE
BpeMst daitiel. Kpome TOro, BCce OTKPBITHIE TOKYMEHTHI TIPEICTABIECHBI HA
[Tanenu 3amay BHU3Y IKpaHa.

Jnst coxpaHeHMWs] MOKYMEHTa HEOOXOAMMO BBIOpAaTh TYHKT MEHIO
Daiin=> CoxpaHuTb WM HaxXaTh KiaBuiny F12.

JIOKyMEHT, B KOTODPBII BHOCSITCS KaKWe-TO M3MEHEHUsI, Hall0 TakKXke
MEepUOANIECKN COXpaHsITh. Bce M3MeHeHMsT BO BpeMsl pabOThI HAXOISTCS B
OTepaTUBHON TaMSITH 1 HE TapaHTUPOBAHbBI OT CIy4allHOCTEl, OHA U3 KO-
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TOPBIX — COOM MUTAHUS B AJIEKTPUIECKOM CETU — B OJHO MTHOBEHUE MOXKET
YHUYTOXUTH TPYI, HA KOTOPHIN MOTpauyeHO 3HauuTesbHOe BpeMs. [Iporie-
Jlypa COXpaHEHMUSI 3aKJII0UAETCS B CIIEAYIONIEM: HAJ0 YCTAHOBUTD YKa3aTelb
MBI HA KHOTIKY C U300pakeHNEeM AUCKETHI U IIETKHYTh JeBOW KHOITKON
MbIU. TOJIBKO MOCTe 3TOTO U3MEHEHUST B TOKYMEHTE OyayT 3amucaHbl Ha
JKECTKUM TUCK.

B MS Word npegycmoTpeHa BO3MOXHOCTh aBTOMAaTUUECKOTO COXpaHe-
HUSI TOKYMEHTA C OTIpe/IeIEHHBIM BpeMEHHBIM nHTepBajioM. [Ipu aBTomaTu-
YECKOM COXPaHEHUU JOKYMEHT Oy/ieT BpeMEHHO COXPaHEH B CIIEIIMATbHOM,
CO3MaHHOM JIJIsI 3TOTO CUCTeMOi pabodem chaiisie. OqHAaKO B KOHIIE ceaHca
paboThl HEOOXOAMMO COXPAHWUTH (haiisl, Kak OOBIYHO, MCITOIB3Ys] KOMAaHIY
®aiin=> Coxpanutb viu Paiin->CoxpaHuth Kak. TakuMm o0pa3oM, UCMOJTb-
30BaHME aBTOMATUYECKOTO COXPAHEHUST He OCBOOOXKIAET OT COXpAaHEHUs B
Tpoliecce 1 B KOHIIE paboThI, 3aTO CTpaxXyeT OT MOTePU MH(POPMAIINH.

[Tocne Toro kak pabota ¢ TOKYMEHTOM OKOHYeHa U haiiyl coxpaHeH, 10-
KYMEHT MOHO 3aKpbITh. EC/I OTKPBITO cpa3y HECKOIBKO JOKYMEHTOB, He-
00XOAMMO 3aKPBITh KAXKIbIN JOKYMEHT B OTIETHLHOCTH.

Penakmposauue AOKYMEHTa
ITon pemakTrpoBaHMEM MOIPA3yMeBaeTCsl BHECEHUE KaKUX-JIMO0 M3Me-
HEHUI1 B CyIIeCTBYIONINIA JOKYMeHT. Pabora ¢ nokymeHTom B MS Word Mo-
KET OCYIIECTBIISITECS B OMHOM M3 CJIEAYIONIUX PEKIMOB.
OOBIYHBII PEXUM.
Pexxum pa3MeTKu CcTpaHMIIb.
Pexxum cxembl TOKYMEHTA.
Pexxum npeaBapuTeIbHOTO MPOCMOTpA.
IMomHOKpaHHBIN PEXXUM.
PexuM cTpyKTYpbl JOKYMEHTA.
Pexxum r1aBHOTO TOKyMEHTA.
Pexxum Web-nokymeHTa.
[Tpu penakTHpoBaHUU TOKYMEHTA MCITOIb3YIOT ITePBhIE TPU PEeKUMA.
O6biunblii pexcum obecrieurBaeT HanboJiee BICOKYIO CKOPOCTh pabOThI C
ToKyMeHTOM. OIHAKO YacTh 3JIEMEHTOB O(hOPMIIEHUST B 3TOM PEXHUME OKa-
3bIBAETCSl HEJOCTYITHA.
Pexcum pasmemku cmpanuybl TIO3BOJISIET TOJYYUTh MPEACTABICHUE O
CTpaHUIIE JOKYMEHTA.
Pescum cmpykmypul dokymenma TMPeOCTaBIsIeT yIOOHbIe CPENCTBa sl
paboThI CO CTPYKTYPOIi.
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Pexcum enasnoeo dokymenma OCHOBAH Ha peXuMe CTPYKTYpbl. OH Tosie-
3¢H MpHU paboTe ¢ GOJBIIMMU JOKYMEHTAMU U TTO3BOJISIET ONTUMU3UPOBATh
HEKOTOPbIE MPOLENYPHI.

Pexcum cxemvt dokymenma CrielIMaIbHO TIpeIHA3HAUEH JJIT YTCHUS J0-
KyMeHTa ¢ 3kpaHa. DTo pexxum MS Word, nipemyiaraeMblit [UIsl TpUMEHEHUS
B Internet. [1pu 3TOM cTpaHUIIA IEIUTCS Ha JIBE YAaCTU: CXeMY NOKYMEHTa
M TEKCT, KOTOPBIN TpeacTaBiieH Oojiee KPYITHBIMUA OYKBaMU; JUTMHA CTPOKU
M3MEHSETCSI, YTOOBI TOMEIIAThCS B OKHE LIeIMKOM. CXeMa TOKyMeHTa OueHb
yao6Ha TSt GBICTPOTO TIOMCKA HYXKHOTO pa3jiesia B 60JIbIIOM TOKYMEHTE.

Pescum Web-doxymenma nipumensiercs B Internet.

Bce pexkuMbl MOXXHO coveTaTh JUISI YIOOCTBA TOJIb30BATENSI, a TaKXkKe
MIPUMEHSITh HE3aBUCUMO IPYT OT APYTa.

Pexxum npedeapumensvroeo npocmompa WM NOAHOIKPAHHOII pejcuM, KaK
MPaBUJIO, HE UCTIOJIb3YIOTCSI TSI PEAaKTUPOBAHUST TOKYMEHTA.

OcHoBHbIE NPHEMBI PeIAKTHPOBAHHUS

CaMble IIPOCTbIC ONEpaly peIakKTUPOBAHUSI CBOISTCS K BCTaBKE WJIU
yoaJIeHUI0 CUMMBOJa. BcTaBKa CHUMBOJIA OCYIIECTBIISICTCSI €O HEIOCpPem-
CTBEHHBIM BBOJOM C KJIaBUATypbl. JIJIsgd ymajaeHUs CUMBOJIA MCIOJIb3YIOTCSI
knaBuin Delete u Backspace B 3aBUCUMOCTU OT TOTO, TpeOyeTcsl yaaauTh
CHMBOJI CIIpaBa WJIM cjieBa OT Kypcopa. bosee ciioxHbie onepanuy mpem-
[oJjiaraijoT pabory ¢ (pparMeHTaMu ITOKYMEHTa, KOTOPbIe MOIYT COIEPXKaTh
PUCYHKM, TaOIUILI U Apyrue oobekThl. B MS Word MoxHO mepemelars,
KOIIMPOBAaTh U yAalATh PparMeHThl JoOKyMeHTa. OQHAKO IpexIe YeM Ipu-
CTYIIUTH K OIepauusM ¢ (pparMeHTaMu, HEOOXOAMMO BbIIEIUTh (PparMeHT B
noKyMeHTe. JIJIst BBIIEJICHUS TEKCTa MOXHO MCII0JIb30BaTh MbIIIb WM KJla-
BUATYDY.

Mbiub ynooHa npu BblAEAEHUN HEOONbIIMX (hparMeHToB TekcTa. C 1mo-
MOIIIBIO Hee MOXKHO BbIIECJIUTh (PparMeHT MPOM3BOJILHOTO pa3dmepa (Tad. 2.3).

BrineneHHbBII (pparMeHT TeKCTa U3MEHSIET CBOIO OKPACKY Ha MHBEPCHYIO.
J1J1s1 OTMEHBI BbIACJIECHUST HY>KHO IIEJIKHYTh MBILIbBIO B IPOM3BOJILHOM MECTE
JIOKYMEHTA.

g BbiaenaeHus OOJbIINUX (hparMEHTOB, KOIJa OCYIIECTBISIETCS MPO-
KpYyTKa BBIIEJISIEMOr0 TEKCTa B OKHE, TaKol crocod HeymoO0eH. B aTom ciy-
yae 11eJ1eCo00pa3HO UCIIOIb30BaTh KJIaBUATYpy MM KOMOMHUPOBATH MbIIIb
¢ KJIaBUATYpOIi, YTO naeT OoJsiee ynoOHbIe cpeacTBa BolaeaeHus. Huxke mpu-
BelIeHbI KJIaBUILHbIE KOMAaHbI TSI BhIACICHUS TeKCTa (Tab. 2.4).

JomnoaHuTeIbHbIE CPEACTBA BbIACICHUS IpenocTanisieT KiaBuina FS§.
Kaxknoe HaxxaTue 3TOi KJIABUILM pacIiupsieT (pparMeHT BbIICICHUs TEKCTa
(Tabu. 2.5).
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Taommma 2.3. BeineneHre (hparMeHTOB TEKCTA C TIOMOIIIBI0 MAaHUITYJISITOPA «MbIIIIb»

Jlnsa BbIIEIeHNSL. . .

Beinmonurs geiicTeue

CnoBa JIBOIHOI 1IETUYOK MBILIBIO IO TPEOYEMOMY CIIOBY

Crpoku YCTaHOBUTD yKa3aTeslb MBILIM HAITPOTUB BBIAEISIEMON CTPOKU
cJieBa OT JOKYMEHTa, BHE ero MpeaesioB. YKa3aTeib UBMEHUT
BUJI Ha HAKJIOHHYIO CTPEJIKY, YKa3bIBAIOIILYIO HA HYXKHYIO
cTpoKy. Haxarb KHOTIKY MBIIITU

Ab3zana YcTaHOBUTD yKa3aTeb MBI Y BbIAeaseMoro adb3aliia cjieBa oT
IIOKyMEHTa, BHE ero mpeaesioB. JIBaxibl HaXXaTh KHOTIKY MBIIITN

dparmeHTa YcTaHOBUTD yKa3atelib MbIIIM B Havase pparmenTta. Haxatb

MPOU3BOJLHOTO KHOIIKY MBILLIU 1, HE OTITyCKasl ee, ePeMeCTUThb yKa3aTesb B

pasmepa KoHell parmeHTa. J1Jis 3aBepiiieHUs BBIICICHUS OTITYCTUTE

KHOIIKY MBI

Ta6.mna 2.4. BeigeneHue TeKcTa ¢ ITOMOIIBIO KiIaBUaTyPbl

JIns BbIaEeIeHNS. .. Haxarsp
CrnoBa Shift+Ctrl + -> (um <-)
Texcra M0 Hauajga CTPOKU Shift+Home
Tekcra 10 KOHIIA CTPOKK Shift+End
Pacumputsb (W11 cy3uTh) BBIIEJICHUE Shift+«cTpenka BBepx» WM «CTpesiKa
(parmMeHTa Ha OIHY CTPOKY BHU3»
DparmeHTa 10 Havaja J0KyMeHTa Shift+Ctrl+Home
MdparmenTa 10 KOHIIA JOKYMEHTa Shift+Ctrl+End

Ta6mna 2.5. BoigesaeHue TeKcTa ¢ ToMolibio KiaBuiinu F8

Jlst BbIIEIEHHUS. . Haxars F8
CnoBa 2 paza
IIpennoxeHns 3 pa3a
Ab3ania 4 pasa
I'naBbr 5 pa3
Bcero nokymeHTa 6 pa3
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JI71s1 OTMEHBI peXXrMa BBIIETIeHUsI HEOOXOIMMO HaXaTh KiaBuiiry Esc.

JIOBOJIBHO YacCTO MPU PeIaKTUPOBAHUHN JTOKYMEHTA MIPUXOIUTCS yIATISITh
¢parmenT nokymenrta. B MS Word ata niporienypa BbITIOTHSETCS TOCTAaTOY-
HO mpocTo. Huke mpuBeneHsl KIaBUIIK, TTpeAHA3HAYCHHbBIE IS YIAICHUS
OTIEJIBHOTO CJIOBA WM cuMBoJIa (Tab. 2.6).

Taoauna 2.6. CriocoObl yaaJieHus coBa WM CUMBOJIA

Jlng ynanenus... HaxaTts KnaBumm
CuMBoIIa cripaBa OT Kypcopa Delete
CuMBoIa ciieBa OT Kypcopa Backspace
Crieytoniero cjioBa Ctrl+Delete
[Mpensiaymiero cioBa Ctrl+Backspace

Mg ynanenus ¢pparMeHTa JOKYMEHTa HEOOXOMMO BBIIEIUTH €Tr0, BOC-
[10JIb30BaBLINCH JIFOOBIM 13 U3BECTHBIX CIIOCOOOB, a 3aTeM HaxKaThb KJIABUILLY
Delete unu Backspace.

Ilepememenne u KonupoBanue ¢pparMeHTa T0KyMeHTa
HauGosee mpocToii criocod rnepeMenieHusI U KOMMpoBaHUsT (pparmMeHTa
JNOKYMEHTa, COIEPKALIETO TEKCT U Apyrue OObEKThI, — CIOCO0, Ha3bIBae-
MbIil TlepeHeCTU—HU—OCTaBUTh. DTOT CIOCOO MpeanoJiaracT BbIMOJHEHUE
CJIEIYIOLIEH MMOCIEN0BATEIbHOCTU ICHCTBUI.
1. Boioenutb TpeOyeMmblii (hparMeHT.
2. YcTaHOBUTH yKa3aTesb MBI B Mpeaesaax BblIeJIeHHOro hparMeHTa.
3. HaxaTb KHOINKY MBILIM W, YAEPXKUBas €€ B HaKaTOM COCTOSIHUU,
nepeMecTUTh (parMeHT B TpedyeMoe MecTo. IIpu HaxxaTuu KHOMKU
MBIIIM yKa3aTeJb MPUHUMAET BUI HAKJIOHHOM CTPEKW, Ha HUKHEM
KOHIIE KOTOPOW PacMoioXeH MYHKTUPHBINA MPSIMOYTOJIbHUK; B TIPO-
1ecce nepeMelIeHus B JOKyMeHTe 0TOOpaKaeTcsl MyHKTUPHasi BEpTU-
KaJibHasl yepTa, yKa3bIBawollas TO MeCTO, KOTOpoe 3aiiMeT (hparMeHT,
€CJIM B 3TOT MOMEHT OyAeT OTITyllleHa KHOMKA MbIIIH.
4. [lnd 3aBeplleHUs TTIepeMEICHUST OTITYCTUTh KHOIKY MBIIIIH.
KonupoBanue dparMeHTa OCylIeCTBASIETCS aHAIOTMYHBIM 00pa3oM, HO
rnepen HaXaTMeM MBILIbIO BbIIEJEHHOro ¢parMeHTa HEOOXOOMMO HaXaTb
knasuiny Ctrl u yaepxuBaTth ee 10 TeX Mop, Moka (pparMeHT He OyIeT cKo-
MUPOBaH.
st mepeHoca ¢pparMeHTa Ha 00JIbIIOE PACCTOSTHUE 3TOT CITIOCOO CTaHO-
BUTCSI HeyTOOHBIM. HeoOXoauMo MOoCTYNUTh CJIEAYIOIMM 00pa3oM.
1. Boioenutb TpeOyemblii (hparMeHT.
2. Haxarsb knaBuiny F2.
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3. YcraHOBUTH yKa3aTeslb MBIIIA B TO MECTO, Ky/a HY>KHO TIEPEMECTUTh
dparmeHr.
4. Haxats Enter.
KomnupoBanue ¢dparmeHTa oTaMyaeTcsl TeM, YTO BMECTO KiaBuiiu F2
caemyeT HaxaThb Shift+F2.
7151 KOMMpPOBaHYS U TIEpeMEIIEHUS TEKCTa MOXKHO BOCTIONIb30BAThCS OY-
(bepom oOMeHa.
Bydep odoMena nipescrapiisieT cob0it 001aCTh BpEMEHHOTO XpPaHEHUST MH-
(bopmaruu. Dro cpeacto MS Office. C momoriibio Oydepa oOMeHa MOKHO:
e BbIpe3aTh (pparMeHT JOKYMEHTA, COMEPXKAIIUN TEKCT U IPYTre 00bheK-
ThI, U3 OTHOTO MECTa U BCTABUTD B IPYTOE MECTO;
® TIEPEHECTHU LBl JOKYMEHT WIH €T0 YacTh B IPYTO TOKYMEHT;
e CKOMMPOBaTh (pparmMeHT B Oydep, He ymajsis ero u3 JOKyMeHTa, 4TO
MO3BOJISIET MHOTOKPATHO UCIIOJIb30BaTh €r0 B PAa3JIMUHBIX MECTaxX J10-
KYMEHTa U B IPYTUX JOKyMEHTAaX.

CroenuajbHbie CPeACTBA PEAAKTHPOBAHUS

IToMuMO TIpOCTEMINMX CPEACTB, OMMCAHHBIX BbIIIE, B IIPOLECCE peaak-
TUPOBAHUSI MOXKHO MCITOJIb30BaTh MHCTPYMEHT ITIOMCKA Y 3aMEHBI, KOTOPbI
[O3BOJISIET HAMTU B TOKYMEHTE HYXKHOE MECTO WJIr (hopMaT, a TAKKE OCYIIE-
CTBUTb KOHTEKCTHYIO 3aMEHY BCEX BXOXXICHUI YKAa3aHHBIX CMBOJIOB.

HewmanoBaxHbIli BOIIpOC pelakTUpOBaHUs — IIpoBepka opdorpaduu,
rpaMMaTUKU U CTUIS.

Ha 3akiounTebHOM 3Talle PeJaKTUPOBaHUS BO3MOXKHO BBINOJHEHUE
IepeHoca CJIOB, MO3BOJIAIONIEro 0ojiee KOMIIAKTHO PACIIONIOXUTh TEKCT B
JIOKYMEHTE.

C OMOIIbI0O MHCTPYMEHTA ITOMCKAa—3aMeHbl MOXXHO HAiTU U 3aMEHUTD
He TOJIbKO (hparMeHThl TEKCTA, CTUIU O(POPMIICHUS WM ad3albl. DTOT UH-
CTPYMEHT I0JIe3€H M B TeX CJIydyasix, KOTraa B TOKYMEHTE MCII0Jb30BallCh
MHOCTPaHHBIE CJIOBA, TEPMUHBI, KOMaHIbl U (hpa3bl, KOTOPbIe HEOOXOIUMO
3aMEHUTb PYCCKMMMU CJIOBAMM.

IIpoBepka nmpaBomnucaHus obyerdyaer padboTy Haj JOKYMEHTOM, HO HU
OIIHO CPEICTBO IIPOBEPKM MPABOMMCAHUSI He M30aBjsieT OT BHUMATEIbHOM
IIPOBEPKU TOKYMEHTA Ha 3aKJII0YMTEIbHOM 3Tare paboThl.

IlepeHoc clIOB LieJiecOOOpa3HO BBHINOJIHITL Ha 3aBepllalolleil CTaauu
penakTupoBaHusl. PazneeHue CIOB IS IepeHOoCca B JOKYMEHTE MOXKET OCY-
LIECTBJISATLCSI AaBTOMAaTUYECKU MM Bpy4YHY10. B pexkyme aBTOMaTu4ecKoro
nepeHoca B HoBoM nokymeHTe MS Word pasnensiet cjioBa B TEKCTeE MO Mepe
BBOJIa, O€3 yyacTus Iojib3oBareisi. Hemocrarok aBToMaTU4eCKOro nepeHo-
ca — OTCYTCTBUME KOHTPOJISI IPU IlepeHoce ¢I0B. [IpMHYIUTEIbHBII ITIEPEHOC
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ITIO3BOJIACT OCYHICCTBUTL KOHTPOJIb, Mpcajiarad BapuaHThbl IJId IIEPpCHOCA U
IpeaocCTaBAaAd BO3MOXHOCTb pCIINTDL, II€ UMCHHO OH 6y/:[eT BBITTOJIHEH.

®opmMaTHpPOBaHHE CUMBOJIOB

dopMaTHpOBaHUE CUMBOJIOB BKJIIOYAET B ce€0sI YCTAHOBKY Pa3IMYHbIX
mapaMmeTpoB LIpudTa, UHTEPBAJIOB MEXIy CMMBOJIaMU U cMeleHuit. C 1o-
MOLIBIO 3TUX CPEICTB MOXHO BBIACIMTh B JOKYMEHTE HaumOOJIee BaXKHBIC
MecTa (Harpumep, 3arooBku). Kpome Toro, cyiiecTBytOT JOMOTHUTEIbHbIE
CpECTBa, MO3BOJISIONINE YCTaHABIMBATh OTOOPAKEHME CUMBOJIOB MaJIbIMU
MPOIKMCHBIMU OYKBaMM, B BUIE BEPXHUX M HMKHMX MHAEKCOB. IToMumo
3TUX CpeacTB (POpMaTUPOBAHUS, IPU PabOTE HAJ JOKYMEHTOM MOTYT ObITh
KCIIOJIb30BaHbl CII€LIMAIbHbIE CUMBOJIbI IIPU(GTOB, KOTOPHIC ITO3BOJISIIOT
BHECTHU pa3HooOpa3ue B oopMIeHUE JOKYMEHTA.

B nonsaTue mpudTa BXOOIT mapaMeTphl: TUIT U pa3Mep LpudTa, Hayep-
TaHue, 1IBET, CrieMajabHble 3((EKTHI.

CyliecTByeT MHOXKECTBO pa3HOOOpa3HbIX MIPUGTOB, MpeaHa3HAUECH-
HBIX [UISL pa3JIMUHbBIX 1eneil. i Kaxkaoro KOHKPETHOIO Cliydasi IIPUHSITO
KCIO0JIb30BaTh IIPUGTHI ONPEAeIEeHHOIO pa3Mepa: UIsi OCHOBHOIO TEKCTa
00BIYHO BbIOMpaIOT pa3dmep 10—12 1T, A 3aroJIOBKOB — 0oJiee KpYyIHbIE
pasMmepsl (14 0T U BbIlLIE), 151 CHOCOK U IPUMEUYaHU — 8 TIT.

I1pu paboTe ¢ TEKCTOM MOJIb30BaTENb HEU30EKHO CTATKMBACTCS C MIOHSI -
TUeM ab3aua. Ad3al — 3To (pparMeHT TeKCTa WU TpaduKU, OrpaHUYEHHbII
CUMBOJIOM ab3alia. 3Hak ab3ama (WM Mapkep ab3alla) — HereyaTaeMblit
CHMBOJI, KOTOPBII COIEPXUT BCe MapaMerpbl (hopMaTUPOBAHUS COOTBET-
cTByIoILIero ab3ana. Takum 00pa3oM, ab3all TakKe SIBJISIeTCsI 00beKTOM pop-
MaTUpPOBaHUSI.

IIpu popmatupoBaHuu abd3aiia ONepUpPYIOT CAEAYIOIMMU MOHATUSIMU.

OTCTyIl — yCTaHaBJIMBAET PACcCTOSIHUE TeKCTa ab3alia (MJIM TOJIbKO TIep-
BOI CTPOKHM) OT ITOJISI CTPAHULIBL.

BripaBHMBaHME TeKCTa — paclipe/ie/ieHre TeKCTa Ha CTPOKE.

TaOynsuust — IpUMEHsIeTCs JUId co3aaHMsl (PMKCUPOBAHHOIO OTCTYIIA
B Hayajie IIepBOI CTPOKM KaxIOro adsaia, a TakKe IT03BOJIIeT 0(POPMUTH
TEKCT B HECKOJIbKO BHIDOBHEHHBIX KOJIOHOK.

MexXmyCTpOYHbBIil MHTEPBaJI — IT03BOJIIET YCTAHOBUTH PACCTOSTHHE MEX-
Iy CTpOKaMu ab3alia.

Kpome MeXmycTpouHOro MHTepBaja, MOXHO YCTAaHOBHUThH PAaCCTOSIHUE
nepen ab3areM U Iocje Hero.

I'paHuiibl, 3a1MBKa U y30p — IIpeAHA3HAYCHBI IS CO3MaHUs AU3aiiHa
ab3zaria.
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[Ipu co3maHuy HOBBIX a03aLieB HA HUX PACIIPOCTPAHSIOTCSI BCE YCTAHOB-
JICHHBIC TTapaMeTphl (popMaTUPOBAHMS ad3a1a 1Tt JAHHOTO CTUJISI. DTO TIPO-
HMCXOIUT MPU KaXXIOM HaxXaTuu KiaBuiu Enter.

CuMBOJIBI 203a11a MOXKHO BBIBECTU Ha SKPaH WM CIIPSITATh B 3aBUCUMO-
CTU OT IIEMCTBMI, BHITTOJTHIECMBIX B HACTOSAIIMIT MOMeHT. [1pm pemakTupo-
BaHMU TeKCTa IIeJIeCOO0Pa3HO YCTAHOBUTH PEXKUM, IIPH KOTOPOM CHMBOJIBI
ab3a1ia OymyT oToOpaxkaThbCsl Ha SKpaHe.

711 BBITTIOJTHEHUS 3TOM MPOIIEAYPHI MOXKHO BOCIIOJIB30BaThCSI CTAHAAPT-
HOI TTaHEJTBIO YITPABICHMS WM KJIAaBUATYPOIA:

e HaxaTh KHOMKY OTO6Pa3uTh Bce 3HAKM | Ha MaHeNUu MHCTPYMEH-

TOB;

e HaxxaTb KoMOuHauuwo kiasuii Ctrl+Shift+*,

0O06a 3Tu crocoba SIBISIOTCS MEPEKITIoYaTe/ISIMI, TTIOBTOPHOE HaXKaTHe
KOMOWMHAIINY KJIABUII MM KHOTIKY Ha CTAHIAPTHOM MTaHe I MHCTPYMEHTOB
MIpUBEIET K NCUE3HOBEHUIO C KpaHa BCeX HeTleYaTaeMbIX CUMBOJIOB.

[TpaBmra oopMITeHUS pa3IMIHBIX JOKYMEHTOB MHOTIA TPEOYIOT HATH-
YUS B JOKYMEHTAX CITMCKOB. [IpUHSATO BBIOCISATH TPY TUIIA CIIUCKOB.

e MapKupoBaHHBIC CIMCKU (MM CIIUCKU-OIOIETCHU) MCIIOJIB3YIOTCS

P TIEPEYMCIICHUN YJIM BBIIEJICHUH OTHCIBHBIX (PparMEHTOB TEKCTA.
B kayecTBe npumepa MOXHO yKa3aTh Ha JaHHbIM (DparMeHT TEKCTa,
0o(pOpPMIICHHBIH C TTOMOIIBIO CPEICTB MAPKMUPOBAHHOTO CIIMCKA.
e HymepoBaHHBIC CITMCKH TTOJIE3HBI B TEX CIIy4yasiX, KOTOa HYXKHO OIIpe-
IIETTATH TTOPSIIOK M3T0XKECHUSI.

o MHOTrOypoBHEBEIE (MM MepapXUUECKHe) CIMCKU, T.e. MMEIOIIe He-
CKOJIbKO YpOBHe#. B Takux crmckax DJOmycTMMBI KaK HyMEpPOBaHHEIS
SJIEMEHTHI, TaK M CUMBOJIBI MapKepa.

Hcnosb3oBanue cTuiieii 17151 (pOpMATHPOBAHUS JOKYMEHTA

CTuab — 3TO COBOKYMHOCTh IMapaMeTpoB (hopMaTUPOBaHUS, UMEIOIIAs
CBOE€ Ha3BaHME.

J1J1s1 TOrO YTOOBI TEKCT OBbLT yI00€H JIJIsl YTEHUSI, €r0 HE0OXO0AUMO OT(HOP-
MaTUPOBATh CJICIYIOLIUM 00pPa30M: BbIAEIUTD 3ar0JI0BKU, O(POPMUTD ITOA3a-
TOJIOBKM B COOTBETCTBUU C UX YPOBHEM, BBIIIOJIHUTH MOAMUCHU K PUCYHKAM
1 TaOJMLaM, BBIIEAUTh HOBbIE TEPMHUHBI, MPUMEUYaHUs, YCTAHOBUTb KO-
JIOHTUTYJIBI U T.10. PopMaTUpOBaTh Kaxablii U3 3JIEMEHTOB BPYYHYIO I10JIT0O
n HeaddekTrnBHO. C MOMOIIIBIO XK€ CTUIEH MOXHO YCTAaHOBUThH HECKOJILKO
napamMeTpoB (opmaTupoBaHusl 3a oauH 1uar. [Ipyu aToM M Kaxmoro us
3JIEMEHTOB O(POPMIIEHUSI MOKHO YCTAaHOBUTb COOCTBEHHBIN CTUJIb, KOTO-
pbiii OyleT MMeThb YHUMKaJbHOE HauMeHoBaHME. JI0CTaTOYHO YCTaHOBUTH
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TpeOyeMble CTWIH, a 3aTEM KaXKAbIi pa3 MPOCTO BLIOUPATh U3 CIIMCKA HEOO-
xonuMblii. Mcrionb3oBanue cTujieit o3BOJISIET MOBBICUTH 3(h(PEeKTUBHOCTD 1
YCKOPUTD BBITIOJIHEHUE PAOOTHI.

B MS Word ctuib MoXkeT ObITh TPUMEHEH Kak K 1ieJIoMy ab3alry, Tak 1 K
HECKOJIbKUM CUMBOJIAM.

B xauecTBe OCHOBHOTO CTWIIS, YCTAHOBJIEHHOTO [0 YMOJIYaHUIO, UCTIOJb-
3yeTcst CTIb «OOBIYHBIN». DTOT CTUJIb TIPUMEHSIETCS TSI OCHOBHOTO TEK-
cTa J1000ro JOKYMEHTA U CIIY>XKMT OCHOBOW IJII CO3MAHUS NPYTUX CTUIEH.
IMapameTpsl hopMaTUpOBaHUSI MOXHO Y3HATh U3 OMMCAHUS CTUJIS, CONEP-
xaierocss B okHax auanora Ctunb, M3amenenue ctuist, Co3naHue CTUIS,
Opranuzarop. Bce nepeuuncieHHble BbIllle OKHA IMAJIOTa CONEPXAT pasues
OnucaHue, B KOTOPOM TIPEACTaBIeHbI BCE MapaMeTphl hopmara.

OrnaBnexue

OrnaBiaeHue MOXHO CO3/1aTh C TTOMOIIBIO BCTPOEHHBIX CTUJIE hopma-
TpoBaHus, npemiaraeMbix MS Word. Co3naHue oryaBiieHUsI CBOIUTCS K
cﬁopy TEX 3aroJIOBKOB, KOTOPbIM Ha3HAYC€HbI CTUJIN 3arosioBok 1—3aroJio-
BOK 9. HOSTOMY nepea COCTaBJICHUEM OIJIaBJICHUA CICOYET y6e):[I/ITI)CH , 4TO
3aroJiJoBKaM pasaciosB, IjiaB n Haparpa(bOB Ha3HA4Y€Hbl UMEHHO 3TU CTUJIN.

B Ha6op 3aroJIOBKOB JOKYMC€HTA PCAKO BKIIOYalOT 3aroJIOBKMN BCEX YPOB-
He. OFI[aBJ'IeHI/IC, cogepxKalee Ha3BaHUA BCEX yacTen JOKYMCHTA, MOXET
BBITJISIACTD CIIMIITKOM TpoMO3IKuM. C IpyToii CTOPOHEI, OTJIaBJICHUE, COIep-
>Kalllee TOJbKO 3aroJIOBKM BEPXHETO YPOBHSI, JaeT CIAMIIKOM Majio UH(Op-
MalMH O COACPKaHMM JOKYMCHTA.

AsTothopmar

ABTO(dOpMAaT MOXKET (hopMaTHPOBATh JOKYMEHT 0€3 yuacTHsI MOJIb30BaTe-
Jist. MS Word nnpousBoauT aHanu3 JOKyMeHTa, UAEHTUDULUPYET OTACIbHbIE
3JIEMEHTHI, a 3aTeM (OpMaTUPYET TEKCT, IPUMEHSISI CTUJIU ITOAKIIOYEHHOTO
1abjoHa.

ABTO(OpPMATUPOBAHKME MOXKHO ITPOM3BOIUTD KakK I10 MEpe BBO/IA TEKCTA,
TaK U 1ocJje ero BBoaa. [Ipy 3TOM MoJIb30BaTe/Ib OCTABISET 3a CO0O0I IIpaBo
MIPUHATh WJIK OTBEPrHYTh (DOPMATUPOBAHUE, IIPOM3BEICHHOE C ITOMOIIbBIO
aBroopmara. KpoMe Toro, MOXXHO YaCTUYHO IIPUHSITH BHECEHHbIEC M3MEHE-
HUSI, a OT YaCTH UX OTKa3aThCsl.

ABTO(DOpPMaTUPOBaHKE B IIPOIIECCE BBOIA — OIHO M3 HAMOOJIee yIauHbIX
CpeICTB, O0JIeryarolux co3aaHre J10KyMeHTa.

IIpu aBTOMaTHMYeckoM popMaTupoBaHuu nokymeHta MS Word npous-
BOIUT CJIEAYIONINE U3MEHEHMSI:
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® K KaXJIOMy ad3aily MpUMEeHSIETCS] CTUIb;

® YIAISIOTCS JIMIITHAE MapKepbl a03alIeB;

® OTCTYIIBI, CAEJIAHHBIE C TIOMOIIbIO KiaBuiy Tab, 3aMeHsI0TCsST Ha OT-
CTYyIIbl a03alIeB;

e BMecCTO 3Be3nouek (*), neucos (-) WM aHAJTIOTMYHBIX CUMBOJIOB, UC-
TOJTb3YEeMBIX [IJIs 0003HAUYEHUST MApKUPOBAHHBIX CITUCKOB, BCTABJISIIOT-
Csl CUMBOJIBI OIOJITIETEeHS,;

e cuMBOJIHI (C), (1) 1 (TM) 3aMEHSIOTCSI HA CUMBOJIBI M3 YCTAHOBJIEHHOTO
mpudTa: CUMBOJI aBTOPCKOTO TpaBa, CUMBOJI 3apErUCTPUPOBAHHOTO
TOBAapHOTO 3HaKa U CUMBOJI TOBapHOTO 3HaKa ©, ® u ™.

C nomotpio KHOMKU ABTOhOpMAT MOXHO OBICTPO OT(hOpMATHPOBATH

TEKCT U, €CJIA PE3YJbTaT HEYIOBIETBOPUTENIEH, MOKHO OTMEHUTDH aBTO(hOP-
MaTUpOBaHUE HaxaTueM KHOTTKU OTMEHUTbD.

d)opmamposauue CTPaHUL, AOKYMEHTA

B nokymeHTe wiy neyaTHOM M3JaHUM CTpaHU1a O(POPMIISIETCS O OMpe-
JIeJeHHBIM TpaBuiiaM. OOBIMHO Ha CTpaHMIE WMEIOTCS ITOJST: OOKOBEIC,
BepxHee M HMXKHee. boKoBbIe TOJISI MOTYT MCIIOJIb30BaThCs TOJ MeperieT
WY 1151 3aMeTOK. BepxHee niau HUXKHee MoJisi OObIYHO coAepKaT KOJOHTHU-
TyA. B KOJIOHTUTY/IE MOKHO MTOMECTUTb HOMEDP CTPaHUILIbI, AaTy CO3aHMsI,
Ha3BaHMe IJIaBbl, JOKYMEHTa 1 T.J.

CpencTBa pa3MeTKH CTPAHUILIbI TPENOCTABISIOT CIEAYIONIME BO3MOXHO-
CTU:

e yCTaHOBKA KOHIIA pa3aena;

e yCTaHOBKA KOHIIA CTPaHULIBI WX a03a1a;

® yCTaHOBKA IIUPUHBI MOJIEN;

U3MEHEHNE pa3MEPOB JINCTA;

co37aHNe BEPXHUX U HUXKHUX KOJIOHTUTYJIOB;
HyMepalus CTpaHuUlL,

BEpTHKAJIbHOE BbIpABHUMBAHUE HA CTPaHULIE;
pa30uBKa TeKCTa Ha KOJIOHKH.

J1st Toro 4toObl 3TU cpeAcTBa (popMaTUPOBAHUSI MOTJIU TTPUMEHSITHCS K
(parmeHTy TOKyMeHTa, IpeAyCMOTpeHa pa3dbuBKa Ha pa3nesibl. Pa3dous mo-
KYMEHT Ha pa3felibl, IX MOXHO IT0-pa3HOMY Oo(pOpMUTH (HaIlpuMep, ycTa-
HOBUTb pa3IMUHbIE pa3Mephl MoJieii B pa3aenaax, UCIOAb30BaTh AIs1 TaOJIMI]
aJIbOOMHYIO OpUEHTALIMIO CTPaHULIbI, B HEKOTOPBIX pasaesax pa3ouTh TEKCT
Ha KOJOHKM).
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KoaouTuryist

KoJ0oHTUTY]T — OOBIYHBIN 27IeMEHT O(POPMIIEHUST JOKYMEHTA, PACoo-
JKEHHBIN B BEpXHEM I10JIe CTPAHUIIBI (BEPXHUI KOJIOHTUTYJ), TNOO B HIX-
HeM (HVWKHUI KOJTOHTUTYI).

B KOJIOHTUTYJI MOTYT OBbITh BEIHECEHBI Ha3BaHUE JNOKYMEHTA, Ha3BaHUE
IJIaBbl, HyMepalus CTPAHUIL, UMs aBTOPA, 1aTa CO3AaHUs, CHOCKU U T.11. Ko-
JIOHTUTYJT TAaKXKe MOXET COJIepKaTh TpaduKy (HarmpuMep, JIOTOTUIT (PUPMBI).

Hymepauus crpanun

JII00bIM TOKYMEHTOM ynoOHee IOJIb30BaThCs, €CAU B HEM ITPOHYMEPO-
BaHbI cTpaHulibl. B MS Word MoXXHO BCTaBUThL HOMeEpa CTpaHULI, KOTOPbIe
OynyT opopMJIEHBI B BUE BEPXHUX UJIN HXKHUX KOJOHTUTYJIOB. [Tpu pado-
Te C HOMepPaMU CTPaHMI MOXHO I10JIb30BaThCsl BCEMU CPeACTBAMU, IIPEaHA-
3HAYEHHBIMU TSI pAOOThI C KOJIOHTUTYJIAMM.

Co3aaHne KOJIOHOK

B MS Word MoHO co3naBaTh pa3jiMyHble BApUaHTHI KOJOHOK: OAMHA-
KOBOW LIMPUHBI, pa3HOW IIMPUHBI, OOMHAKOBOU JIMHBI, pa3HOM JUIMHBI, C
pas3nenuTeieM, CO BCTPOEHHBIMU PUCYHKAMU.

Bo Bcex ciyyasx pedyb WAET O KOJOHKAX ra3eTHOro TUIIA, T.€. TaKUX, B
KOTOPBIX TEKCT IO 3aBEPIICHUN OHOI KOJIOHKH MEePEXOIUT B IPYTYIO.

B 06b1yHOM pexxriMe TPOCMOTpa KOJOHKM HE BUIHBI, UX MOXHO YBUIETh
TOJIKO B PEXUME Pa3METKU CTPAHUILBI U PEXXUME MPeaBapUTEIbHOIO MPO-
cMoTpa.

JHOKYMEHT MOXET ObITh pa30UT Ha KOJOHKM MOJHOCTBIO WX YaCTUYHO.
Ha cTtpaHuiie MOXHO pacIojoXUTh CTOJBbKO KOJIOHOK, Ha CKOJIbKO XBaTUT
MecTa.

Pab6ota ¢ Tabnuuamu

B paGote ¢ TEKCTOBBIMM PeIaKTOPAaMM JTOCTATOYHO YACTO IPUXOMAUTCS
CTaJIKMBaTbhCS C yIopsiAoueHHOM nHpopmaimeit. Hannyuimuit crioco6 xpa-
HEeHUs TaKoi MH(pOpMALIMU B JOKYMEHTax — TaOJulibl. TabauuamMu MOKHO
10JIb30BaThCs AJIs IIPEACTABICHUST Pa3HOOOPa3HbBIX CIIMCKOB, IIEPEYHEii, J1a-
OOpaTOPHBIX aHAJIN30B, (PMHAHCOBOM MHMOPMALIMU U pelIeHUs] OOJbIIOrO
KOJIMYEeCTBa APYrux 3amad. TaOauilbl MOTYT Jaxe BKJIIOYaTh B CeOST UILIIO-
CTpalyy s YIydlleHUsT BOCIIPUSITUSL MH(OpMaIMu, coaepxKallieiics: B Ta-
onuLe.

Hast  co3maHusi  TaOJAMUBI  MOXHO  BOCIIOJIb30BaThCs  KOMAaHIOi
Bceraska=>» Tabamnna Ha cTaHAapTHOM MMaHE I MHCTPYMEHTOB.
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Komanna HapucoBaTs Tab/miry mpeocTaBisieT B paclopsoKeHUE ambTep-
HaTUBHOE CPENICTBO, C TIOMOIIBIO KOTOPOTO MOXHO CO31aTh TabuiLy GoJjiee
CJIOKHOM KOH(UTYpalnu (Harmpumep, ¢ sueiikaMmu pa3HOi BHICOTHI I pa3-
JIMYHBIM KOJTMYECTBOM CTOJIOIOB Ha CTPOKY). [1pu ucronb3oBaHUM 3TOM KO-
MaHJIbl MOXXHO TIPOCTO PUCOBATh TPeOyeMyIO TaOIUILy C TTOMOIIbIO MBIIIH,
Kak KapaHJalioM Ha Oymare.

Ecnu undopmaius, koTopyio TpeOyeTcsi TOMECTUTh B TaOJuIly, yxke
MPUCYTCTBYET B JOKYMEHTE B BUIE TEKCTa, MOXHO Mpeodpa3oBaTh TEKCT B
Tabsuity. Ecny Tabnuia cogepKuT YMcIoBbie 3HAUEHUST, MOXKHO BBITIOTHSITh
BBIYMCJICHUST HAJl CTPOKAMU, CTOJOIAMU WJIW OTAETbHBIMU STYEHKAMU Ta-
OJIULIBL.

BBoa nanHbIx (TekcT miu nudphl) B TAOIUILY TTPOU3BOIUTCS C TTIOMOIIIBIO
kj1aBuatypel. Eciiv BBezieHO O0JIbIlle CUMBOJIOB, Y€M MOXKET ITOMECTUTHCS B
ofHOI cTpoke, MS Word aBToMaTHYeCcKU MepeHeceT CUMBOJIBI, KOTOPbIE He
TMIOMECTWJINCH B TEKYIIIEH CTPOKe, Ha CIIEMYIONIYIO CTPOKY B TOM XXe sueiike.

Haubonee nmpocToii crioco6 nepemenieHus mo siaeiikaM TaOIuIIbl 3aKITI0-
YJaeTcsl B MUCIOJIb30BAHUU MBIIIN. {11 TOTO YTOOBI TIepeiT B TpeOyemyio
STYEKY, JOCTAaTOYHO YCTAHOBUTDH HA HEEe yKa3aTeb MBIIIN U HAXaTh JIEBYIO
KHOTKY. Huke mpuBeneHbl KJIIaBUIIH, TTO3BOJISIONINE TIEPeMEIaThCs 10 Ta-
onune (tads. 2.7).

Taoauna 2.7. KomOuHaLMU KJIaBUII IJIs IEpEMELICHMS 10 TabJInLIe

KomouHaus KiaBuin Ha3zunauenune

Tab [lepemenaet Kypcop BIIpaBO Ha OAHY sTUeiiKy. [loOaBsieT
HOBYIO CTPOKY, €CJI1 KypCOp PAcIONIOXeH B MOCIeIHEN
syeike

Shift+Tab [MepemeniaeT Kypcop BJEBO Ha OITHY STYEHKY

«CTpejKa BBepX» U Tlepemeliiaet Kypcop B MOCIEAYIOLIYIO WIK MPEAbIIYIILYIO

«CTpesKa BHU3» CTPOKY COOTBETCTBEHHO

<--m--> Tlepemeriaet Kypcop Ha OIMH CUMBOJI B TIpeeJiaX STYeiiKy.

Haxarue 3Tux KJ1aBUILl COOTBETCTBEHHO B Hayae U KOHLIE
SIYEIKM MPUBEAET K NePEMEILEHUIO B MPEIBIIYIIYIO U1
MOCTIEYIONIYIO STYCHKY

Alt+Home u Alt+End [lepeMeliiaet Kypcop B II€pBYIO WU MTOCICIHIOO SUYEKY
CTPOKU COOTBETCTBEHHO

Alt+PgUp u Alt+PgDn | TlepemeniaeT Kypcop B IIEpBYIO WIH ITOCIESIHIOI CTPOKY
CTOJIO1Ia COOTBETCTBEHHO

MS Word nipenocTaBisieT CpeacTBO, C IMTOMOIIbIO KOTOPOTro MOXHO aB-
TOMaTUYECK M3MEHUTh IIMPUHY CTOJOIIOB M BBICOTY CTpOK. JIJIsi 3TOro
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MpeaHa3HaYeHa KoMaHaa ABTONOA00p, KOTOPast MO3BOJISIET TSl BBIOPAHHBIX
CTPOK WJIU CTOJIOLIOB:

® BBIPOBHSITH BHICOTY CTPOK;

® BBIPOBHSTH IIIMPUHY CTOJIOLIOB;

® BBIPOBHSTH IIIMPUHY CTOJIOLIOB MO COAEPXKUMOMY, 110 IIUPUHE OKHA;

e 110100paTh (PUKCUPOBAHHYIO ITMPUHY CTOJIOIIOB.

MS Word mo3Bosisier ipeoOpa3oBaTh COAEPXKUMOE TaOIUIIbI B a03allbl
OOBIYHOTO TEKCTA, pa3ie/ICHHbIE 3aMAThIMU, 3HAKAMU TaOYJIS LMY, MapKepa-
MU ab3aleB WK APYTUMU CUMBOJIAMU-PA3ACTUTEIIMU. {19 3TOro He0OX0-
MO BBIICJIUTH CTPOKU, KOTOPBIE MPENNOJIAraeTcs Mpeodpa3oBaTh B TEKCT,
WX BCIO TabJnILy, 3aTeM BbIOpaTh KoMaHny [Ipeodpa3oBaTh B TEKCT.

ITpu nmpeobpazoBaHUU TEKCTa B TaOJUIly MOXHO WCHOJIb30BATh TEKCT,
YK€ COoNepXalluii CUMBOJIBI-Pa3IeTUTENN (3aTSIThie, 3HAKU TaOYJISIIIUY WIN
Mapkephl ab3aiia), Wi 100aBUTh UX TIEpe/ BbIIeIeHUEeM TEKCTa, KOTOPBINA
TpedyeTcst mpeodpa3oBaTh.

Ha ocroBanum BeIOpaHHOTO Tekcta MS Word mipemraraer co3math Ta-
OJMUIy C yKa3aHHBIM KOJMYECTBOM CTOJIOIIOB M CTPOK, a TakKe aBTOMATH-
YECKU YCTAHABIMBAET IIMPUHY CTOJIOIIOB U CUMBOJI-PA3IEIUTEb, KOTOPBIA
HCIIOB3YETCS MPU NMPeoOpa30BaHUM BbIIEIEHHOTO TEKCTA B TAOJIUILY ITyTEM
pa3nesieHus TeKCTa Ha CTOIOLbI. MOXHO MPU3HATh MpejiaraeMble YCTAHOB-
KW WIU U3MEHUTD UX [0 CBOEMY YCMOTPEHMUIO.

Co3piaHne ¥ pefakTUpOBaHue rpathuueckux u3o6paxeHui
B coctaBHBIX mokymeHTax MS Word 9yacTo MCITOIB3yeTCsS pa3IMIHOro
BuAa rpaduka:
® KJIUIIbI — PUCYHKU W3 KOJUIEKIIMU, CO3IaHHOW IPOW3BOAMTEISIMU
MPOrpaMMHOTO O0eCTIeYeHUS;
e rpauyeckue oOBEKTHI, XpaHsIuecs B (aiigax U co3maHHbIe CIEIN-
aJM3UPOBAaHHBIMM CPEACTBAMU MAITMHHOM TpaduKu;
e rpauyeckue 0ObEeKThI, CO3MaHHbIE C TTOMOIILIO TTAaHEIU UHCTPYMEH-
TOB PrcoBaHue.
BcraBka rpacdunyeckux 00beKTOB U3 (DaiiioB OCYIIECTBISETCS MO TEXHO-
smoruu OLE (anri. Object Linking and Embedding):
e BHelIpeHMEe rpaIecKuX O0bEKTOB;
® CBSI3b C TpaprueckuM 0O0beKTOM ((haiiiom).
Hmriopt rpadmiyecKkux n300paxkeHNIi OCYIIECTBIISIETCS B IBYX BApUaHTax:
e B BUJIE LIeJ0r0 Irpauueckoro (aiina;
® B BUJIC YaCTU Ipadieckoro n300pakeHusI, COXpaHEHHOTO Kak (par-
MEHT B Ipyrom daiine.
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PenakTupoBaHue pucyHKa OCYIIECTBIISIETCSI TIOCJIE€ €ro BbIIEJICHUS.
PucyHku BEeKTOpHOTrO THMa AOIMYCKAIOT MO3JEMEHTHOE PelakTUpPOBaHUE,
JUTSI 9TOTO BBIIEJISIIOT OTIpeNe/ICHHbIC 2JIEMEHThl PUCYHKA HaXKaTHUEM JIeBOM
KHOTIKW MBIIIM W BBITIOJHSIOT UX TpadruecKyo HACTPOWKY (1IBET, TUHMUSI,
pa3mep, MecToronoxeHnune). Bo3aMoxxHO mobaBieHre HOBBIX TpaduuecKux
9JIEMEHTOB, CABUT BCETO PUCYHKA 3a MePBOHAYAIBHO 33IaHHbBIN KOHTYD, U3-
MEHEHNE pa3MepOB KOHTYpA.

HpenBapuTeanblﬁ NPOCMOTP K NevYaTb JOKYMEHTOB

ITeyaTh TOKYMEHTOB ObLIa M OCTAETCST OMHOM M3 BaXKHBIX (DYHKIIMI TeK-
CTOBBIX PEIaKTOPOB.

MS Word no3BosisieT HaredaTaTh TpeOyeMblid JOKYMEHT OTHUM HaXKaTH-
€M KHOTIKM Ha TTaHeJin ObIcTporo 3anycka. OgHako Bo3mMoxxHoct MS Word,
MpeaoCcTaBlisieMble TIPU TeYaTh TOKYMEHTOB, Topa3io mupe. C ero momMo-
IIbI0 MOXKHO:

® OCYIIECTBUTDH IPEABAPUTEIbHBIM MTPOCMOTP OMHOW MJIM HECKOJbKUX
CTpaHUIl JOKYMEHTa;

Hareuartath 0oJjiee OMHON KOMUU TOKYMEHTA;

Hareyararb OTAeJIbHbIe CTPAHUIIBI TOKYMEHTA;

HareyataTb YepHOBYIO KOMNuIo 0e3 rpaduku (111 yCKOPEHUSI TeYaTh);
BBIBECTU TOKYMEHT B (paiii, KOTOPBIA BIOCIEACTBUN MOXET OBbITh Ha-
reyataH 6e3 MS Word.

Ilepen BbIBOIOM JOKYMEHTA Ha MedvaTh LEA€CO00pa3HO MPOCMOTPETD,
Kak OH OyJeT BBIIVISIIETh Ha OymMare. OTO COKOHOMUT BPEeMSI U PACXOIHbBIC
Marepuabl.

s mpocMOTpa TOKYMEHTa MOXHO IOJIb30BaThCS JIIOOBIM W3 YEThIPEX
PEXMMOB: OOBIYHBIM, Pa3METKHU CTPAHUIIBI, CTPYKTYPBI TOKYMEHTA U TIpe-
BapuUTEIbHOTO MPOCMOTPA Mepe MevaThio.

B pexxumMe mpeaBapuTENIbHOTO TIPOCMOTPA MOXKHO BBITIOJTHUTD CIIEIYI0-
1IMe AeliCTBUS.

e [levaraTb TOKyMEHT B COOTBETCTBUM C OIIIMSIMU, YCTAHOBJICHHBIMU B

OKHe auajora [leuats.

o OCyIIeCTBISATh MEPEeKITI0YSHIE MEXITY PeXKMMaMU YBETUIeHNE/YMEHb-
meHue (Kypcop MBI UMeeT (hopMy YBETUIUTEIBHOTO CTeKJIa) U pe-
JIaKTUpoBaHue (CTaHaapTHas (popMa Kypcopa).

e OCyIIeCTBIISATh MTPOCMOTP OAMHOYHBIX CTPAHUIL TOKYMEHTA.

e OCyIIeCTBISATh TPOCMOTP HECKOJIBKUX CTPAHMIL JOKYMEHTa OTHOBpPE-
MEHHO.

o M3MeHUTHh MaciuTab oToOpaXkeHuUs TOKYMEHTa Ha SKpaHe.
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e OTOOpa3uTh/CIpSATaTh TOPUOHTAIBHYIO Y BEPTUKAIBHYIO JIMHEWKH.

e Cxartb nokyMeHT. Llenecoobpa3Ho ncmoib3oBaTh B TOM CiIydae, eciu
MOCJIEHSS CTPAHULIA CONEPKUT HEOOIBIION 00bEM TEKCTA.

e MakcuMasibHO YBEJIMUUTH 00J1aCTh, MIPEAHA3HAYCHHYIO IS IPOCMO-
Tpa JOKYMEHTA, 3a CUET yOAJIIEHUS C SKpaHa MaHeleld U APYTUX dJie-
MEHTOB.

e OcCyIlIeCTBUTH BBIXOJI M3 PEXMMa TIPEeIBAPUTEITLHOTO TTPOCMOTPA.

Haxopsice B pexume mpenBapuTEIbHOTO MPOCMOTPA, MOXKHO OCYIIEe-

CTBUTbH IT€YATh TOKyMeHTA. JIJIs1 3TOr0 Hag0 HaXaTh KHOIKY [levatk.

Jns 3aBepileHus: paboThl B OKHE MPEABAPUTEIBHOIO MPOCMOTPA HaXaTh

kHoriky Esc.

2.2. ANEKTPOHHDLIE TABJINLbI

Beepenue

Microsoft Excel (MS Excel) BXoOuT B cOCTaB CMCTEMbI aBTOMATHU3AIINN
oducHoit meareabHocTH Microsoft Office (MS Office). On xopoio B3an-
MOZCHUCTBYET C OPYTMMU MPOTPAMMHBIMUA TPUJIOXEHUSIMU, BXOISIIIUMU
B MS Office. IIpexae Bcero aTo Kacaercsi BOBMOXHOCTU CO3[aBaTh COO-
CTBEHHbIE TTporpaMMbl, padoTatomue B cpene MS Excel. [TpuHuunuansHoe
CBOICTBO TIpoliecca CO3IaHMsI TAKUX ITPOTPAMMHBIX HAJICTPOEK — UCIIOJIb-
30BaHMe cpenbl ITporpammupoBaHus Visual Basic for Applications (VBA),
YTO B KOHEYHOM CYETE OTKPBIBACT IIIMPOKME BO3MOXKHOCTHU IS PEIICHUS
pa3IMYHBIX 3a1a4.

OcobeHHOCTh 25IeKTPOHHBIX Tadnuil MS Excel — To, 4TOo B HUX CTpyK-
TypHupoBaHue MH(GOPMALIMM HAYMHAETCSl HEIIOCPEACTBEHHO Ha 3Talle BBoaa
JAHHBIX: C CAMOT'0 HavaJla TaHHbIE MPUBSI3BIBAIOTCS K CTPYKTYPHBIM €IMHU -
11aM TabJIMIL — sSTYeHKaM.

OcHoBHoe HazHayeHue MS Excel — ob6paboTka TabJIMYHO OpraHU30BaH-
Hol nH(popMalK (TaHHBIX, MPEACTABICHHBIX B BUIE CTPOK U CTOJIOLIOB),
MPOBEACHUE PACYETOB 1 00eCIIeYeHNE BU3YaIbHOTO TIPEICTaBICHMS JaHHBIX
M pe3yJIbTaTOB UX 00pabOTKH (B BUIE rpapuKoB, AUarpaMm U T.11.).

Baxneriimass 0cOOEHHOCTb 3JEKTPOHHBIX TaOIUI[ — MX CIIOCOOHOCTh
obecreurBaTh aBTOMaTUIECKMI TIepecyeT 1 OOHOBJICHUE CBsI3€il TIpY BBOJIE
WA U3MEHEHUM TaHHBIX. Kak TOJbKO BBOISATCS HOBBIE JaHHBIC, SJIEKTPOH-
Hasl TabJIMIla MTHOBEHHO TIPOBOIUT TIepepacueT 1Mo paHee 3alaHHbIM (op-
MyJiaM, ¥ UHMOpMAaIUsI cpasy XKe OOHOBIISIETCSI.
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